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DELPROS User Registration

This DELPROS self help user guide will assist you in registering as a new user and navigation your DELPROS

e-License Dashboard.

Search & Verify License

Look up public information on
professional licenses and applicants.

Apply/Manage a License
and Service Requests

File a new license application, manage
existing licenses, request license
services or initiate service requests.

A

[ 1. Click the GO button. }

File a Complaint

File a complaint against a Delaware
person or business.



DELPROS User Registration

This section illustrates how to create a new user account in DELPROS.

Choose the option below that applies to you:

1. If you are already a registered user in DELPROS, login to your e-License Dashboard and
then proceed to Slide 8 to Associate to an Existing Facility.

2. If you are not a registered user in DELPROS proceed to Slide 4 to register as New User.




DELPROS User Registration

Complete the below steps to register as a new DELPROS user.

HOME LICENSE LOOK-UP FILE A COMPLAINT LOG IN

2

New Users Existing Users

Create a New Account Login

Click REGISTER below to create a new DELPROS account. =mall

1. If you have not yet created a
DELPROS user account Click *

Register.

Password

Forgot Username?| Forgot Password?




DELPROS User Registration

Complete the below steps to register as a new DELPROS user.

DELPROS HOME  LICENSE LOOK-UP  FILEACOMPLAINT  LOGIN
PORTAL
. . 2. Follow instructions on the page and fill in the
User REQIStI’ElthIl required applicable information about yourself.
INSTRUCTIONS '
READ ALL INSTRUCTIONS PRIOR TO ENTERING *

YOUR INFORMATION.

Suffix
Enter the required information as it appears on your * None- o
license/application record (if applicable) and click the
Proceed button. Follow system prompts to complete

your registration. -
L1 don't have a Social Security Mumber

If you need to update the information provided, click the
Edit button.

After updating the information, click the Proceed button. * *

NOTE: Effective 10/22/2020, the user registration

process for DELPROS has changed and no longer * PROCEED EDIT
reguires a security code.

( \
l 3. Click the Proceed button. J




DELPROS User Registration

-~

If the information you enter does not
match any user profile in DELPROS,
the system will prompt you to enter a
new password to complete your
registration.

~

- )

READ ALL INSTRUCTIONS PRIOR TO ENTERING
YOUR INFORMATION.

Enter the required information as it appears on your
censelapplication record (if applicable) and click the

Froceed button. Follow system promgts to compleis

your registration.

If you need to updats the
Edit butten

nformation provided, click the

After updating the information, click the Proceed button

NOTE: Effective 10V22/202D, the user registration
roCEs ELPROS has changed and ne longer

eCurity code

4. Enter the password you ]
would like to use. )

bogaaoneg

Enter your password information t
usermname and the email for all futu

o register. The email address you provided abowve will be your DELFRO S

re cormespondence from the Division

\ 4

[ 6. Click the Submit button. ]—

A
Password must contain
D i I = 400
O 1 Uppercass Letie 9
O 5. Confirm your password
O 1hrbs by re-entering it.
O
Fassword rmust not contain
O aor's: First andlor Lol Mame

m not & robot

7. Once registered, proceed to
Slide 8 to Associate to an Existing
Facility.




DELPROS User Registration

/h‘ the information you enter matches\

User Registration

.

(2.1f you do not remember your
Password , Click Forgot Password to
_have it reset.

file alread : di INSTRUCTIONS
a user pro le alrea y regIStere In READ ALL INSTRUCTIONS PRICR TO ENTERING *
H YOUR INFORMATION.
DELPRQOS, your DELPROS login
|nf0rmat|0n W|” appear and yOU W|” Enter the required infiormnation as it appears on your *[ o —
. license/application record (if applicable) and cick the o
be required to enter your password. If Froosed buton. Follow =ystem promps to complere .
you forgot your password, click the ;’f*“”‘*;'zz;“” o . 200000980 P
I you meed [0 update the INformaton prowided, chck the
\Forgot Password button. / Bt bution .
After updating the information, click the Proceed button. + - )
1 280 nesi usen@gmail.com
NOTE: Effective 100/22/2020, the user registration
process for DELS 35 changed ano ng kenger
TEQUITES 3 SECUty *| 30200909999 “
R A user res tr.i. o already registered in the system. Below is your
» SErman tar 1to access your license(s)
4 ] :
1. Enter your Password to login. J Bl e

3. Once registered, proceed
to Slide 8 to Associate to an
Existing Facility.




Associating to an Existing Facility
Complete the following steps to add an existing facility.

DELPROS
PORTAL

2 -1
MANAGE FROFILE

Welcome to your DELPROS Dashboard [es ey

Use the Links above (License Lookup, File a Complaint, Service Request, and Continuing Education) to navigate to additional features of DELPROS. See be Logout
License or view your License(s) and/or Applications.

CONTINUING EDUCATION

FILE A COMPLAINT SERVICE REQUEST

DASHBOARD LICENSE LOOK-UP

1. Navigate to the DELPROS
Portal.

>

Use the Cart Link to navigate to the cart to pay pending fees.

Are you applying for a new facility license? Click here to create your Facility Account in DELPROS by clicking before starting your application. 2 Cl |Ck the MANAGE FACI LITY
ink

New License Applications

To edit or withdraw an application, please click on the Cptions button.




Associating to an Existing Facility

Complete the following steps to add an existing facility.

DELPROS
PORTAL

DASHBOARD LICENSE LOOK-UP FILE ACOMPLAINT SERVICE REQUEST CONTINUING EDUCATION L]

&> 2

Manage Facility

To apply for a new

fo lick on the button below.

Facility License ¢

<+ APPLY FOR A NEW LICENSE

Associate to an Existing Famhty v
You can add an existing Facility if the Facility is currently licensed. To do so. enter the Facility Security Code and Facility name exacily as it appears on the
license and click “Submit’. If you do not have a Security Code for the Facility, click 'Request Security Code.

v

Add New Facility

To add a new Facility, complete the information fields. Select the type of ownership from the 'Registered As' dropdown menu. Each field noted with ™' is a
required field. Once you have completed all of the information, click "Submit’ when completed
The account alias will be used to identify specific Facility if you manage multiple Facility with the same name

Note: If you manage more than one facility, you will need to repeat Steps 3 to 6 on Slides 10 to

11 to associate yourself to each facility you manage.

L~

3. Click the carat (*) icon to
expand the Associate to an
Existing Facility section.

N




Associating to an Existing Facility

Complete the following steps to add an existing facility.

DELPROS
PORTAL
Ve 5 ™\ ) . .
4. Enter the Security Associate to an Existing Facility "
COde aSSOCiated Wlth TOU T if the Facility is curently licensed. To do so, enter the Facility Security Code and Facility name exactly as it appears on the
Mg license and click “Submit’. If ypu do not have a Security Code for the Facility, click ‘Request Security Code.”
\_the Facility y
4 ope ™\ Security Code
5. Enter the Facility I —
Name as it appears on —
. SCIRY MName
_the license. y M *[ Marvel Universey
4 )

6. Click the Submit

button. [ = ===

e e eS| o | o o o o o S o o S S o o S o o o S o o S S S S o o S S S S o S S S S S S S S S R -

Note: If you do not have the Facility Security Code, you can click the REQUEST SECURITY CODE button*, enter the Facility email i
address that is on file with the Division of Professional Regulation or FEIN Number, and the Security Code will be emailed to you. i

If you receive an error stating that your information cannot be found, you will be advised to contact the Board office.




Associating to an Existing Facility — Requesting Security Code

Follow the below steps to request the Facility Security Code be emailed to you.

DELPROS
PORTAL

Facility Security Code

In arder to obtain the Security Code for a Facility, enter the email address or FEIN on file for the Facility and click "Submit’. The Security Code will be sent to the email address on file for
that business in DELPROS. If you are still having trouble registering the Facility please contact Customer Service by email at customerservice dpri@delaware . gov or by phone at (302)
744-4500.

® Email O FEIN <

) (1. Click Email or FEIN then enter

Lthe facility email or FEIN number.

{ 2. Click the Submit button.

11




